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TABLE 2-1: Checklist for Roles and Responsibilities

Start-Up Activities Who Is Involved?

Date/
Time Line  
Determined 
By Work 
Location

Meet and develop a common 
understanding of AQIM. 

◆ Port Director initiates meetings  

◆ Work with employee representatives, Port 
management, and Customs (if applicable)

◆ Have Regional or National AQIM Coordinator  
facilitate the meeting (see Appendix B for a 
list).

Inform and include external 
customers and stakeholders.

◆ Port managers and officers

◆ Impacted brokers, government agencies, 
private industry

Select an AQIM coordinator and 
assistant.  

Port management

Establish a risk management 
team to review local operations 
based on monitoring results.

◆ Port managers

◆ AQIM Coordinator

◆ Employee representatives

Write standard operating 
procedures.  
(Refer to Appendix D) 

◆ AQIM Coordinator and Risk Management 
Team

◆ Customs Compliance Measurement 
Representatives, if applicable

◆ Regional Coordinator and the AQIM National 
Team may assist

Develop a training plan for the 
employees at work locations.  

◆ Port management, AQIM Coordinator and 
Risk Management Team 

◆ Customs Compliance Measurement 
Representatives, if applicable.
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Train employees to carry out AQI 
monitoring.

◆ Those individuals specified in a training 
plan.  

◆ Regional Coordinator and AQIM National 
Team may be involved.

Install Epi Info and train data 
entry personnel.  (Refer to 
Appendix E and Epi Info User 
Guide under Data Collection and 
Maintenance subsections under 
the pathway sections of this 
Handbook.)

AQIM Coordinator with assistance as needed.

Set a date to begin monitoring 
and collecting data.

AQIM Coordinator and Risk Management 
Team.

Begin monitoring and collecting 
data

◆ Port Officers 

◆ AQIM Coordinator 

◆ Customs Officers, if applicable

Enter information into Epi Info 
data base.

◆ Enter data from paper forms 
into  Epi Info computer 
software.  

◆ Transfer Pest Identification 
numbers to Epi Info data base, 
as necessary.  (Refer to Epi 
Info User Guides in this 
handbook under the 
subsection Data Collection 
and Maintenance under the 
pathway sections.)

◆ Individual responsible for data entry

◆ Port Identifier and AQIM Coordinator

Send Epi Info data files to 
Riverdale 

AQIM Coordinator Monthly

Analyze data and prepare report. AQIM Coordinator Monthly

Communicate monitoring results 
to work location personnel.  
Facilitate discussion of what 
results mean and implications for 
work location decisions. 

AQIM Coordinator and Port managers Quarterly

Set port performance targets 
based on monitoring feedback.

◆ Port managers

◆ Port officers 

◆ AQIM Coordinator

◆ Employee representatives

Annually

TABLE 2-1: Checklist for Roles and Responsibilities (continued)

Start-Up Activities Who Is Involved?

Date/
Time Line  
Determined 
By Work 
Location
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